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Introduction

SmartOffice Mobile PC is a robust and complete mobile solution for disconnected users.
Developed as a Microsoft Windows® based desktop application, it adopts a consistent user
interface from SmartOffice®. SmartOffice Mobile PC requires additional licensing apart from the
standard SmartOffice license.
Using a run-time Microsoft Access® database to store field-level data that is synchronized with
the enterprise database, SmartOffice Mobile PC can be thought of as a miniature SmartOffice on
the users’ local computer. The synchronization between the local database and the enterprise
database can capture the following information:
o Contact

o0 Individual records

O Business records
e SmartPad™
e Calendar

0 Including activity tracking and the SmartOffice One Card System™
e Policies
e Investments
e Form Letter Selection

While in the disconnect stage, users can add and modify records in SmartOffice Mobile PC and
have those changes synchronize back into the enterprise database.

Installation from SmartOffice

To install SmartOffice Mobile PC:

1. Select Installations from the expanded User Setup menu to display the Installations list.
2. Select SmartOffice Mobile to begin the installation.
Note: If a warning displays that asks for permission to download an application from E-Z
Data, Inc. click the Yes button to enable the download to occur.
3. From the Install SmartOffice Mobile PC dialog box, click the Yes button.

<3 SmartDffice

Install SmartOffice Mobile PC

Install SmartOffice Mobile PC onto your computer ?

| Yes ” Ho |

Note: Open the installation directly from SmartOffice instead of saving it and running it
locally.
4. Proceed through the SmartOffice Mobile PC InstallShield Wizard.
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SmartOffice Mobile PC Setup Wizard

To specify the setup criteria for SmartOffice synchronization with SmartOffice Mobile PC:

1. Select SmartOffice Mobile Setup from the expanded Synchronization menu, to open the
SmartOffice Mobile — Synchronization Setup Wizard.

<3 SmartDffice E

SmartOffice Mobile - Synchronization Setup Wizard

Welcome to the SmartOffice Mobile for PC Synchronization Setup Wizard. Click Hext to
proceed.

“y

%
(.

Smartiffice Mobile
Synichronization

| ~ Back | | Hext > | | Gnck View | | Eimisti | | Cancel |

2. Click the Next button to open the Contact Selection dialog box. This displays the selection
options for Contacts, including both Individuals and Businesses. All contacts in the database
can be downloaded, or specify a select group of contacts based on a set.

<3 Smart0fice E
SmartOffice Mobile - Contact Selection

Select the type of Contacts to be downloaded.

Y

Define Contacts to be Downloaded

o All Records
- Fecords based on a Set

< Back | | Hext = | | Gnck View | | Eimsli | | Cancel
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3. Select the appropriate option and then click the Next button to open the Activity Selection
dialog box. This displays the selection options for Activities. Both timed and un-timed
activities are downloaded for the specified date range. Define the date range of these
activities by specifying the number of days in both the Next and Previous Days fields.

3 SmartOffice E
SmartOffice Mobile - Activity Selection

Select the activities to be downloaded.

Activity Date Range

Mt dayis)
Frevious d ayis)

| < Back | | Hext > | | Gnch View | | Eimisti | | Cancel |

4. After specifying the Activity Date Range, click the Next button to open the SmartPad
Selection dialog box. This displays the selection options for SmartPad entries. Select the total
number of months for which to synchronize SmartPad entries and then specify the maximum
number of SmartPad entries to synchronize.

X SmartOffice E

SmartOffice Mohile - SmartPad Selection

Select the number of SmartPad entries to download for each contact.

x Specify SmartPad Downleading Options
\ SmartP ad entries for last monthis)

SmarF ad entries not to excead in number

SmartPad Hotes Only I_

< Back | | Hext = | | Gonch View | | Eimislti | | Cancel
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5.

6.

Enter the SmartPad Downloading Options and then click the Next button to open the
Download Description dialog box. This displays a summary of the information to be
downloaded to the SmartOffice Mobile PC application whenever synchronization is

performed.

<3 SmartOffice E
SmartOffice Mobile - Download Description

Synchronization will be hased on the selected criteria:

-t All Contacts.
[ t Activities for next 30 day(s) and previous 30 day{s).

[ t SmartPad entries for the last 3 months and not to exceed 5.
.( To change the selection, press the "Back" button.

of Click the Finish button to save the Setup.

| < Back | | Hext | | Quick View | | Finish | | Cancel |

After reviewing the information, click the Finish button. After the user completes the setup

for SmartOffice synchronization with SmartOffice Mobile PC, it is not necessary to go
through the setup wizard again. However, to change the scope of the information to be

synchronized between SmartOffice and SmartOffice Mobile PC, it will then be necessary to

modify the selections in the wizard.

Synchronization from SmartOffice

Once the criteria for SmartOffice synchronization with SmartOffice Mobile PC is set up,
synchronize.
To begin the synchronization process:

Select Sync SmartOffice Mobile from the expanded Synchronization menu to begin the

synchronization process.

SmartOffice Mobile PC

Click the SmartOffice Mobile icon that was previously saved to the desktop to open the
SmartOffice Mobile Login dialog box.

SmartOffice Mobile Login

[Uger Mame |

|Pazzword |

[Confirm Password |

(] i Cancel
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Contacts

Upon opening SmartOffice Mobile PC, the Contact Summary is displayed.

There are two ways to view the Contact (Individual or Business) records:

e From the Individual Contact Summary, click each letter of the alphabet located at the bottom
of the spreadsheet to display only those contacts whose Last Name begins with the selected
letter in the spreadsheet.

EY 5mart0Otfice Mobile

File Record “iew Toolz Help

P Contact @8 Business [ Month  [B]*wesk [E]Day [SF Letter Letterﬂueue [®] Outcome EomposeE-maiI M|
Summary Househald KeyReIations Activity Log | SmarnPad | Holdings | Opponunities

Contact Summary - Brad Abernathy

Lazt Mame <& | First Mame | Type | Employer | Decupation | Marital | 554
Wations Life Insurance | Financial S ervices

Adcock b artin Client Srnith Industries I anuf acturing tarried 245-65-3856
Adocock Sarah Dependent Loz Angeles Times Reparter Married 345-23-4521 091041965
Anderzon Fhilip Advisor Westlake Ihsurance ... | Ihsurance Married 118-89-8774 06/15/1966
ﬂrirIPr nn Silvia HORen PMth Centura | ife 1n;
4

A B CDEFGHI JKLMNOPDGRSTUVYWXYZ " SeachResus

Ready |Total Recard(s) =532 Recard(s) Show

e From the Individual Contact Summary, click the Asterisk button located at the end of the
alphabet to display all of the contacts in a single spreadsheet.
Note: In order to view Business Contact records, click the Business button on the top menu bar.

Create an Individual Contact Record
To create a new Contact Record:

1. From the Record menu:
a. Click the Record menu from the Individual Contact Summary.
b. Select the Add option to open the Please Select a Contact Sub-system Type dialog box.
Or,
2. From the Individual Contact Summary:
e Click the Add button to open the Please Select a Contact Sub-system Type dialog box;
or,
e Press Ctrl + A from the Individual Contact Summary to open the Please Select a Contact
Sub-system Type dialog box.
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3. When the Please Select a Contact Sub-system Type dialog box opens, select the appropriate
option from the drop-down list and then click the OK button to display the Details tab.

Eileta.il:s: Hawesehalel| Key Eelations | Benetit | ActivityLag | Srmartad | Haldinbge | Dpmarunities

Personal Information Phone Numbers H ®e [
LastMame [ [Suffis r Type - | Phone Nurnber

[First Mame [ [Middle Mame |

|Greeting [ [Title [

Type - |Sub Type |

[Source [ [Sub Source |

[Refered By | [Birth D ate/2ge | IR Addresses = 0
Maiital A ,W - Type - | Strest | City

ESH# | [Child# [

ReviewDate [ [lebsces -

E-maifweb Addresses % 0
Ewploer [ Typz = | wieh Address

[Occupation |

lob Title [

4. Enter the Personal, Business, Phone Number, Address, and E-mail/Web Address information
and then click the Save button.

Phone Numbers

1. From the Contact Details tab, click the Add button in the Phone Numbers section to open the
Phone Information dialog box.

Phone Information |
Fhane Type Business -
[Country Code |

ltrea Code (55

|Dial Mumber |FE4-5634
[Extension (523

[Best time to call |
|Prefemred Phone v

—Remarks :

o .

Ok { Cancel i

2. Select the Phone Type from the corresponding drop-down list.
3. Enter the remaining phone information and then click the OK button.
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Addresses

1. From the Contact Details tab, click the Add button in the Addresses section to open the
Address Information dialog box.

Addresz Information E |

Pddress Tupe Business -
[Street Linel [1676 Henszon Fioad
[Lirez |
[City |Pazadena
[State Ca,
EIP Code (31106
[Cauntmy |
|Prefemed Addiesz [V
— i:iemarks :

] E Cancel Jn

2. Select the Address Type from the corresponding drop-down list.
3. Enter the remaining address information and then click the OK button.

E-mail/Web Addresses

1. From the Contact Details tab, click the Add button in the E-mail/Web Addresses section to
open the E-mail/Web Address Information dialog box.

E-mail"wWeb Addrezs Information E |
I.Eddress Tupe E b ail -
[E-Mail ddrezs |
| Prefemed v

r Remarks :
i :
] | Cancel i

2. Specify the appropriate Address Type option from the corresponding drop-down list.
3. Enter the remaining address information and then click the OK button.

Modify a Contact Record

1. From the Individual Contact Summary, select the contact record to be modified and then click
the Details tab.

2. Modify the applicable information and then click the Save button.
Modify a Phone Number

1. From the Contact Details tab, select the phone number to be modified and then click the
Modify button to open the Phone Information dialog box.
2. Modify the phone information as necessary and then click the OK button.

SmartOffice® v5.1 - SmartOffice Mobile PC User Guide
Revised: 11-15-06
Page 7



Modify an Address

1. From the Contact Details tab, select the address to be modified and then click the Modify
button to open the Address Information dialog box.
2. Modify the address information as necessary and then click the OK button.

Modify E-mail/Web Addresses

1. From the Contact Details tab, select either the E-mail or Web address to be modified and then
click the Modify button to open the E-mail/Web Address Information dialog box.
2. Modify the address information as necessary and then click the OK button.

Delete a Contact Record

After synchronization takes place, no Contact record can be deleted. The exception is to delete a
newly created Contact record prior to synchronization. If this is the case, there are four ways to
delete a Contact (Individual and Business) record:

1. From the Record menu:

a. From the Individual Contact Summary, select the Contact record to be deleted (has not
yet been synchronized).

b. Select Delete from the expanded Record menu to display the Record Deletion
Confirmation dialog box.

c. Select the Yes button to delete the selected Contact record.

2. From the Individual Contact Summary:

a. Select the Contact record to be deleted (has not yet been synchronized).

b. Click the Delete button to display the Record Deletion Confirmation dialog box.

c. Select the Yes button to delete the selected Contact record.

3. From the Contact Details tab:

a. From the Individual Contact Summary, select the Contact record to be deleted (has not
yet been synchronized) and then click the Details tab.

b. Click the Delete button to display the Record Deletion Confirmation dialog box.

c. Select the Yes button to delete the selected Contact record.

4. Using the keyboard:

a. From the Individual Contact Summary, select the Contact record to be deleted (has not
yet been synchronized) and then press Delete on the keyboard to display the Record
Deletion Confirmation dialog box.

b. Select the Yes button to delete the selected Contact record.

Delete an E-mail/Web Address

1. From the Contact Details tab, select either the E-mail or Web address to be deleted.
2. Click the Delete button to display the Record Deletion Confirmation dialog box.
3. Select the Yes button to delete the selected address.

Create a Business Contact Record

The process of creating a Business Contact record is identical to the steps required to add an
Individual Contact record apart from first clicking the Business button to display the Business
Summary. Refer to the Create an Individual Contact Record section.

Phone Numbers

Adding a phone number for a Business record is identical to the steps required to add a phone
number for an Individual Contact record. Refer to the Contact Phone Numbers section.

Addresses

Adding an address for a Business record is identical to the steps required to add an address for an
Individual Contact record. Refer to the Contact Addresses section.
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E-mail/Web Addresses

Adding an E-mail/Web address for a Business record is identical to the steps required to add an
E-mail/Web address for an Individual Contact record. Refer to the Contact E-mail/Web Addresses
section.

Modify a Business Record

Modifying a Business record is identical to the steps required to modify an Individual Contact
record. Refer to the Modify a Contact Record section.

Modify a Phone Number

Modifying a Business phone number is identical to the steps required to modify an Individual
Contact phone number. Refer to the Contact Modify a Phone Number section.

Modify an Address

Modifying a Business address is identical to the steps required to modify an Individual Contact
address. Refer to the Contact Modify an Address section.

Household
The Household tab displays the members of the Contact’s Household and their roles.

Create a Household

1. From the Individual Contact Summary, select a Contact and then click the Household tab.
2. Click the Household Name field Add button to open the Find Household Information dialog
box.

Click the OK button to open the Household Search Result dialog box.

Click the Quick Add button to open the Quick Add Household dialog box.

Enter the Household Name and Household Head and then click the OK button.

The newly created Household will display in the Household Name drop-down list.

Select the appropriate Household Name from the corresponding drop-down list.

Add Member(s) to a Household

Once a Contact’s Household has been created, members can be added to that household.

1. From the Household Members section, click the Add button to open the Find Contact
Information dialog box.

2. Enter the name of the Contact to be added to the household and then click the OK button.

3. The selected Contact’s name will display on the Contact Search Result list.

4. Select the appropriate record and then click the OK button to open the Member Role dialog
box.

5. Select the appropriate Member Role from the corresponding drop-down list and then click the
OK button.

Modify Member(s) of a Household

After synchronization takes place, no Household Members can be modified. The only exception

is to modify a newly created Household Member prior to synchronization.

1. From the Household Members section, select the member to be modified and then click the
Modify button to open the Household Member Details dialog box.

2. Modify the Member Role as necessary and then click the OK button.

Nook~w
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Delete Member(s) from a Household

After synchronization takes place, no Household Member(s) can be deleted. The only exception

is to delete a newly created Household Member prior to synchronization.

1. From the Household Members section, select the appropriate household member and then
click the Delete button to open the Record Deletion Confirmation dialog box.

2. Select the Yes button to delete the selected Household Member(s).

Key Relations

The Key Relations tab displays the Contact’s Key Relations, Business Relations, and Referred
Contacts. All of these three types of Relations cannot be modified or deleted.

Add Key Relations

1. From the Individual Contact Summary, select a Contact and then click the Key Relations tab.

2. From the Key Relations section, click the Add button to open the Find Contact Information
dialog box.

3. Click the OK button to open the Contact Search Results dialog box.

4. Select the applicable Contact and then click the OK button to open the Key Relationship
Details dialog box.

5. Specify the applicable Relationship information and then click the OK button.

K.ey Relationzhip Details |
Select relation of Marilyn A Albano with Joseph Ackerman.

| Relationship Types | Family -

| b anilyn & Albano iz _ - | of Jozeph Ackerman

| Jozeph Ackermanis | Nephew - | of Marilyn & Albano
OF. Carcel

Modify Key Relations
After synchronization takes place, no Key Relations can be modified. The only exception is to
modify a newly created Key Relation prior to synchronization.

1. From the Key Relations section, select the Key Relation to be modified and then click the
Modify button to open the Key Relationship Details dialog box.
2. Modify the necessary information and then click the OK button.

Add Business Relations

1. From the Individual Contact Summary, select a Contact and then click the Key Relations tab.

2. From the Business Relations section, click the Add button to open the Find Business
Information dialog box.

3. Click the OK button to open the Contact Search Results dialog box.

4. Select a Business and then click the OK button to open the Select a Role dialog box.

5. Select a Role from the corresponding drop-down list and then click the OK button.
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Modify Business Relations

After synchronization takes place, no Business Relations can be modified. The only exception is

to modify a newly created Business Relation prior to synchronization.

1. From the Business Relations section, select the Business Relation to be modified and then
click the Modify button to open the Business Key Relationship Details dialog box.

2. Modify the necessary information and then click the OK button.

Add Referred Contacts

1. From the Individual Contact Summary, select a Contact and then click the Key Relations tab.

2. From the Referred Contacts section, click the Add button to open the Find Contact/Business
Information dialog box.

3. Click the OK button to open the Contact Search Result dialog box.

4. Select a Contact and then click the OK button.

Calendar

The Calendar views are the DayView, WeekView, and MonthView.
DayView
The DayView is used to display the activities for a specific day. Previous and future day activities

can be displayed by clicking the Previous or Next buttons.
[} smartOffice Mobile [_TC=]

File Record Y“iew Toolz Help

¥ Contact @ Business  [@8] Month B8] Week 2] Doy |

DayView - Tuesday, November 14, 2006 [ = T | -« »
7 =l

a0  To Do List
AM 30 Contact Mame & | Type | Subject

ki)
fecii]
ki)
<)
00
<)
Rili]
30
Rili]
30
00
30

Ready [
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WeekView

The WeekView is used to display the activities for a specific week. Previous or future week

activities can be displayed by using the Previous or Next buttons.

Smart0Office Mobile [_[5[x]
File Hecord “iew Tools Help

¥ Contact ﬂBusinass ElMonth W'eek Day |

WeekView [ November 12 - November 18, 2006 ) H " T & | - »
=

Sun, Mov 12 Man, Maow 13 Tue, Mow 14 whed, Nov 15 Thu, Nov 18 Fri, Mo 17 Sat, Mov 18

i

o
30
o
30
o
] 0 30
o
30

8

9

11

Ready

MonthView

The MonthView is used to display the activities for a specific month. Previous or future month
activities can be displayed by using the Previous or Next buttons.

Dantview | Weekiiaw

MonthView [ =g T E | -« »
00 -
November 2006 7 _I

AM 30

Sun Mon Tue Wed Thr Fri Sat 8 a0

30

1 2 3 4 o

9

a0

5 b 7 8 9 10 11 00

10:30 PM - (A) 02:30 AM - (A] 10

a0

]1 30

12 13 14 15 18 17 18|72

10:30 PM - [A)

BM 3

00

1 30

13 20 21 22 23 24 25 o0

2 30

00

26 27 28 29 30 3 a
2 ™ =
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Activity Log

The Contact’s Activity Log tab displays a list of both timed and un-timed activities scheduled for

the selected Contact.
Add an Activity

1. From the Individual Contact Summary, select a Contact and then click the Activity Log tab.

2. Click the Add button to open the Activity Details dialog box.

Activity Details |
|E|:|nta|:t M ame |E rad Abernathy
Activity Detail Information
\Start Diate / Time [11/14/2008 [01:38 PM Pricrity Law -
End Date / Time  [11/14/2006 [02:08 Pi Status Active -
|.-5.II Dray Ewvent r | [ntirned Activity r |S hiows Time &5 Busy -
Place | | Tracked ~
|T_I,I|:ne£5ul:u -Type Appointment ™ Approach/Mew = |F'rivate [
Keywords | Due Date 1171472008
|EI pportunity -
|S ubject |

Ok . Cancel

3. Enter the activity information and then click the OK button.
4. A Confirmation Letter dialog box opens.

5. Select the Yes button to send a Confirmation Letter.

6. Select the No button to skip sending a Confirmation Letter.

Modify an Activity

1. From the Individual Contact Summary, select a Contact and then click the Activity Log tab.
2. Select an activity to be modified and then click the Modify button to open the Activity

Details dialog box.
3. Modify the information as necessary and then click the OK button.

Delete an Activity

After synchronization takes place, no Activity can be deleted. The only exception is to delete a

newly created Activity prior to synchronization.

1. From the Contact’s Activity Log tab, select an activity to be deleted and then click the Delete

button to open the Record Deletion Confirmation dialog box.
2. Select the Yes button to delete the selected Activity.
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SmartPad

Add a SmartPad Note

1. From the Individual Contact Summary, select a Contact and then click the SmartPad tab to
display the SmartPad Summary.
2. Click the Add button to open the SmartPad Notes dialog box.

SmartPad Motes for 11/14/2006 |

[F.eywords |

| Private I

0K | Cancel | Edi

3. Enter the SmartPad text and then click the OK button.

Modify a SmartPad Note

After synchronization takes place, no SmartPad entries can be modified. The only exception is to
modify a newly created SmartPad entry prior to synchronization.

1. From the SmartPad Summary, select a SmartPad entry to be modified and then click the
Modify button to open the SmartPad Notes dialog box.
2. Modify the necessary information and then click the OK button.

Delete a SmartPad Note

After synchronization takes place, no SmartPad entries can be deleted. The only exception is to

delete a newly created SmartPad entry prior to synchronization.

1. From the SmartPad Summary, select a SmartPad entry to be deleted and then click the Delete
button to open the Record Deletion Confirmation dialog box.

2. Select the Yes button to delete the selected SmartPad entry.

Holdings

On the Holdings tab, both the Contact’s Policy and Investment information are displayed. In
SmartOffice Mobile PC, no Policy or Investment records can be added, modified, or deleted.
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